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FOREWORD

of'ficers and operating officialg in Federal agencies improve
the editorial quality of written justitications of budget
estimates and thereby facilitat their consideration by higher
ofticials in the agencies, by the Bureau of the Budget, and
by the appropriations committeeg of the Congress.

This Management Bulletinhirlmen prepared to help budget

This Bulletin is based upon materials being used for
interdepartmental training cont'¢rences on budget formulation
under a program developed by d¢partmental budget oftficers,
the Bureau of the Budget, and the Civil Service Commission.
The examples ot justifications used in this Bulletin were
taken from agency estimates forjfiscal year 1948.
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THE PURPOSE

of Budget Justifications

A budget has been defined as a
work plan with adollar sign attached.
Budget preparation involves the devel-
opment and proposal of such a plan.
In a large and complex organization

such as the Government of the United .

States, most of the work of budget
preparation rests with the operating
units which will carry on the activ-
ities to be authorized and financed.

Even if they were completely self-
sustaining and autonomous, these many
operating units would undoubtedly en-
gage in periodic planning and fore-
casting similar to that involved in
annual budget preparation. However,
their several vrograms and activities
must be related to those of other Fed-
eral agencies, harmonized with the
wishes of the Chief Executive, and
authorized and financed by action of
Congress. It is necessary, therefore,

FORM AND ARRANGEMENT

to exvlain and justify budget estimates
before central executive authorities
and before the Legislative Branch in
order to secure the legal authority
and financial means to execute the
work plans.

Written justifications are only
one means by which budgetary nrovnosals.
are presented. They accompany esti-
mates of appropriations andsupporting
financial schedules which also are
exvressions of the agencies' work
plans. The process of budget formula-
tion also involves hearings at which
estimates and proposals are explained
and discussed. Written justifica-
tions, however, cangenerally put flesh
on the bare bones of formal estimates
and schedules; and they nrovide ameans
for more orderly presentation of in-
formation than usually is offered at
budget hearings. '

The form and arrangement of a writ-
ten justification arewithin the agen-
cy's discretion, since there are. no
generally applicable requirements
aside from the "lead-off" statement
vrescribed by the Bureau of the Bud-
get. */ It is to the agency's own ad-
vantage to plan its presentation in a
way which will facilitate either sum-
mary or intensive review. When the
reviewer is thoroughly familiar with

the agency and its program, organiza-
tion, and methods, and where the es-
timates involve few major changes from
the past, summary examination may be
practically all that is needed. Under
other conditions, review of budget
provosals will require intensivestudy.
The agency can aid each type of review
by clearly pointing up the major issues
and by presenting the appropriate
supporting data.

1Ther‘e are some agencies which do not have total discretion in this matter in that the appropriations
subcoamittecs which pass on their budget estimates have laid down general requirements for written

Justifications.
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Moreover, reviewers of the esti-
mates in the agency, in the Bureau of
the Budget, and in the appropristions
committees of Congress, requirs dif-
ferent degrees of detail on difflerent
matters. At these successive slages,
there is usually a differing pronor-
tion of concern with program issues,
administrative assumptions and poli-
cies, work-load endcost elements. For
this reason, the overating units must
nrenare successive versions of the
written justification tomeet the neceds
of the different stages of review.
Complete rewriting or reorganization
of the original justification can be
obviated if its basic organization is
one which is applicable for all levels
of review, and if adequate summary in-
formation is included to which can be
added the varying amounts of detailed
data required by the successive re-
viewers.

The differing needs of summary and
detailed review are also sometimes
met by nroviding historical or back-
ground 1nf0rmatgon through a standing
budget digest ~/ or in a backgroundi
statement attached to the annual sub-
mission. Elither practice makes nos-
sible a briefer and more pointed cur-
rent presentation which segregates
renetitive information. Where a bud-
get digest or separate background
statement is used, the current vnresen-
tation must be keyed tothe background
material by arrangement, headings, and
cross-reference notes.

Basic Organization

The order inwhich various aspects
of an estimate are discussed in awrit-

ZA budyet digest is s permanent,
the sgency and onm Its individual appropriations as:

ity, major objectives, scope of mctivitirs, appropristions svallable,

CIA-RDP57-00384R000200080006-8

tin justificationis inevitablyrelated
to the nature of the appropriation and
the issues likely to beof special im-
portance to the reviewers. Thus, the
Arimary breakdown of a justification
may result in major sections dealing
spccessively with one of the follow-
ing: 3/

1. The several purposes or func-
tions involved;

2. The several organization units
to be financed;

3. The various object classes of
expenditure;

4., "Base" amounts and changes
from the base.

When one basis isused as the pri-
ary breakdown of a justification, at
east one ol the others should usually
» used as a secondary breakdown with-
1 each section of text. Thus, where
justification is organized mainly in
orms of functions, each function is
ikely to be discussed in terms of
ase amounts and changes and, perhaps,
n terms of objects of expenditure.

[ e I M = A~

Since any appropriation item is
ikely to involve changes in amount
rom one year to another, the desira-
i1ity of justifying changes from base
mounts will devrend mainly upon the
sy inwhich the estimates are prepared
whether they are built orimarily in

erms of changes trom the current or
receding years' amounts or are built
‘rom a "zero base,” thus making past
ppropriations or expenditures merely
omparative reference points. The
ecision will also depend upon the
dgnticipated attitudeot thosereviewing
he estimate--that is, whether they

loosc- leafl sct offrefercence volumes contalning such Information on

History and deveclopment, citatlions of lezal author-

special uses authorized or limi-

tatlons imposed on funds, project descriptions, orzanfizetion charts, and other cxhibit materials of an

historical or statlis nature.

3For sppropriations involving only s single objecy
In yther Instances sherqd
the €irst type of justification

will not, of course, occur,
purpose or functloen,

2 J&,Wgaé%.
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(c.g., "Salsries®), the third type of brcakdown
an estimate is not orzantzed to reflect costs by
hreakdown is5 not practicable. .
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will be interested primarily in the
changes. The choice of other alterna-
tives as the basis for arrangement
of a written justification will be
affectedby the nature and itemization
of the appropriations involved.

Where all or several appropria-
tions of' an agency aresimilar in their
coverage (e.g., each one covering all
expenses of a particular organization
unit), 1t is desirable to establish a
common pattern for arrangement of the
corresponding written justifications.
Where appropriations are -itemized in
a variety of ways; however, it may be
necessary to develop for each major
kind of appropriation item a distinect
topical structure of written Juqtiti—
cation.

Other Points on Presentation

Aside from basic organization,
there are several devices which may be
employed toaid the reviewer in locating
major facts and assumptions. The re-
viewer can thenlook behind only those
statements which he has reason to ques-
tion or about which he desires more
detalled intormation.

AN INTRODUCTORY STATEMENT which
summari¥zes the major facts about the
estimate will promote anunderstanding
ot the over-all nature and significance
of the work program covered by the
estimate. Thus:

The introduction to the personal
service estimate of the Bureau ot
Old-Age and Survivors Insurance
contained:

A. A statement that the jus-
tification represented
an operation-by-opera-
tion and work-load-pro-
duction-rate estimate of
the personnel required;

B. Five paragraphs stating
the general assumptions
and administrative poli-
cies reflected in the
estimate; and

C. An outlineof the explana-
tory materials whichwere
included to support the
budget.

SECTION AND PARAGRAPH HEADINGS are
useful devices for emphasizing import-
ant statements as, well asfor breaking
the text at:points. where the subject -
matter. changes.. Thevalue of section
and paragraph headings 1is enhanced it
the .same or a very similar pattern is
tfollowed for different estimates of -
the same agency and if the heading
pattern can be carried over from year
to year. Thus:

The Department of State has used
the ftollowing headings in the jus-
tification text relating to the
personal service needs of each
major area of organization:

A. Objective (major purpose
or purposes) ;

B. Accomplishments during
fiscal year 1946;

C. Major current and antici-
pated problems;

D. Program tor accomplishing -
objective and solving ma-
jor problems in fiscal
years 1947 and 1948 (in-
cludes statements or as-
sumptions onwhich program
plans were based):

1. Continuing programs;

2. Programs to be discontin-
ued in 1948;

d. New programs tobe started
in 1848, and

E. Volume of Work (statements
on past, current, and an-
ticipated work-load and
its relation to the number
of' employees requested.)

wlznga%n%ufJZZwég%h 3
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In a section entitled "Increases
and Decreases,” the Department of
Agriculture has discussed each increase
under the headings:

A. Objective;

B. The Problem;

C. Significance;

D. Plan of Work;

E. Revenues (where applica-
ble); and

F. Financial Requirements.

A STATEMENT OF CONCLUSIONS OR EF-
FECTS AHEAD OF A DETAILED DESCRIPTION
of the reasoning or computations in-
volved will enable the reviewer to
confine his attention tomaterial per-
tinent to his review. Thus:

In an estimate relating to a pub-
1ic assistance program, the first
sentence regarding the futurescale

"tﬁéangahnmmengégbh
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of the program states: "It is
estimated that the average number
of reciplents in 1948 will be
2,320,000, about 8 percent more
than that estimated for the preced-
ing fiscal year." Thereafter are
presented figures as to recent
trends and the basic reasons and
assumptions for the stated estimate.

In sharp contrast is another agen-
cy's forecast of an increase in
institutional population, which
begins: "All factorsatffecting....
population point to an increase
beginning in QOctober 1946 and ex-
tending through 1948." Three and
a half pages of discussionseparate
that statement from the conclusion,
fAccordingly, we are submitting an
estimate based on an average pop-
ulation of ...."

CIA-RDP57-00384R000200080006-8
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TESTING CONTENT

Careful preparation of a budget estimate will not assure its approval:
the estimate must be explained and defended. On the other hand, a written
Justification canbe no better—ifit is an honest presentation—than the budget
estimate. The questions sometimes used to test a written justification—in
terms of its treatment of significant budgetary issues—actually apply more
truly to the building of the estimate which it supports. The appropriate test
of a justification is: "Does it honestly and effectivelyexplain the estimate

and the judgments entering into its preparation?®

Such a test of a proposed justification suggests these questions: Is the

Justification complete?

Completeness

Building anannual budget estimate
involves estimating the future cost
of, and means of financing, the work
programs of the agency. Although a
written justification cannotcover all
considerations or explain all methods
used in preparing the estimate, it
should provide information on all major
issues and elements involved.

Questions regarding a budget pro-
posal may involve 1ssues of program,
administration, cost computation, and
means of f'inancing (including appropri-
ation structure). Some of the specific
questions whichmay arise with respect
to those issues, as evidenced by reports
of Congressional committees on appro-
priations, are set forth in the Appen-
dix to this Bulletin. .

Proportion

The amount and kind of administra-
tive discretion which can beexercised
in the preparation of a budget esti-
mate vary widely amongdifferent agen-
cies and programs. Insome instances,
there is a considerable range of choice
on issues of program, administration,
cost computation, ormethods of finan-
cing; in other programs, the answers
to many such issues ‘are given by sub-

Is it in proportion?

Is -1t explicit? Is it brief?

stantive law or the very nature ot the
case. The degree to which specifiec
points should be emphasized in justi-
fications will, therefore, depend pri-
marily on the answers to two guestions:
"What decisions or assumptions have
been of greatest importance inprepar-
ing the budget estimate?" and "Which
of those decisions or assumptions are
likely to be of greatest concern to
those reviewing the estimate?"

The result of considering these two
questions may be brietly illustrated
in terms of contrasting situations. !

Where anestimate relates toa pro-
gram specifically authorized by law,
the justification may merely retfer
briefly to the statutory provision in-
volved. Thus:

"These estimates are to carry out
the functions and responsibilities
of' the Weather Bureau as set forth
in its organic Act of 1890 and the
Civil Aeronautics Act of 1938.
These statutes, and Executive
orders relating thereto, direct the
Bureau to maintain nation-wide
‘meteorological and climatological
services. These services have been
regular and essential government
functions for many years; a few

Mornggomons Bulllin S
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are new requirements that have
arisen from increase inair trans-
port traffic, or frominternational
aviation agreements under the State
Department "

However, if a presumption of authority
tfor an entire program or any major
changes 1in a present program has been
based merely upon general legislation
(and especially if any question of
authorization has previously been
raised) the justification may well ex-
plain the reasoning and evidence behind
the presumption of legal authority.

Where aparticular estimate relates
to a compact or simple organization fer
which no structural change 1s reflected
in the estimate, the written justifica-
tion may merely summarize 1its hature
in relation to the work being done.
However, 1if organization 1is a major
issue—for example, the relative number
and size of central and regional or
f1ield units—or 1if thebudget 1s based
on proposals forsignificant organiza-
tional change, the nature of' the agency
structure and distribution of work are
likely to require more complete expla-
nation in the justit'ication. Thus:

The Office of Education prepared
a progressive reorganization plan
to be completed in three years.
No new tunctions were to be added,
but realignment of the functional
organization and expansion of per-
sonnel were the alms. The plan
was of a scale and signifiicance
that required prior approval. To
support its proposals, the Oftice
included 1in its budget justifica-
tion three organization chartis
which pictured the issues:

1. The realignmentof existing func-
tions into & smaller number of
operating divisions;

: CIA-RDP57-00384R000200080006-8

2., The steps bywhich specifleposi-
tions would be added; and

3. The proportionof expansion (per-
sonnel) in the various organiza-
tion unlts for each year, as well
as total agency expansiomn.

Again, where forecasts ot price

idvels or indices tor particular goods
ol services have been important ele-

m
f
W

r
8]

peparation.

gnts in preparing an estimate—as,
gr example, in the case of a public
drks program--—the assumptions and

mjthnds used in computing costs will

quire more emphasis than if prices
# rates are minor issues in budget
Thus:

On the basis of the commodity
index of prices, the Public Build-
ings Administration calculated an
increase of 16 percent in the cost
of operation, maintenance, and
repair of buildings as follows:
".... The Bureau ot Labor Statis-
tics in its commodity index of
wholesale prices shows an increase
of 15% during the peried June 1944
to August 1946 for bullding mate-
rials and a 17% increase for bitu-
minous tuel. These items comprise
the major portion of expenditures
tor supplies and materials. The
June 1944 prices have been used
as the base in estimating the 1in-
creased requircments.”

Explicitness

O M LP N @

~ O "
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A budget isseldomexecuted exactly
£ originally planned because it is
:1dom possible to predict correctly
}1 of the conditions which will exist
iring the period of erecution. The
bct that & budget estimate 1is based
h a torecast and not a prophecy of
iture conditions does not, however,
bmove thenecessity of justit'ying the
stimate in definite and unambiguous
Prms .
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Explicitness is of value to those
who prepare a budget estimate, as well
as tothose who review it. A reviewing
authority who changes an estimate 1is
more likely to explain his change 1f
the justification has dealt clearly
witheachmajor proposal and the assump-
tions upon which the proposal was
based. Armed withan understanding of
the purposesor reasons f'or the changes,
the operating unit is better able to
justify the revised estimate at alater
review and to execute the budget as
approved.

The expiicitness of a written
Justification may of'ten be .tested by
analyzing the style of presentation

employed. Rambling, general state-
ments, broken by few headings, will not
pass sucha test. Evidence of explicit-
ness includes, in addition to a well-
organized text, the presentation of
facts and forecasts in gquantitative
terms wherever possible and the use of
tabular or graphic data in place of
narrative descriptions. In juxtaposi-
tion on the next two pages are (1) para-
graphs taken from a justification
concerning institutional management,
the meaningof whichis obscuredbecause
figures which should have been tabu-
lated are buried in textual material,
and (2) the same data presented in
tabular form, with conclusions stated
first instead of last.

g
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tation of Figures In Narrative

Meaning 1is of'ten obscured in textua
should have been tabulated. The folloy

| material containing figures which
ing paragraphs were taken from an

estimate concerning institutional management:

The latest available figureg published by the Department

of Laebor, Bureau of Labor Stati
commodity price increase of appr
1046, as compared with August 17,

stics, indicate an overall
oximately 22% at August 17,

an esdvance of 40% for foods, 28.
mately 16% in textile products,
rials,
products, and approximately 74 1
In arriving at the per capita a
Inmates® in fiscal year 1948, we
tions in the call for estimates
based on prices in effect Septe
extent that it was necessary to
ures, since the September 1, 18486
the time of preparation of estim
modity prices as indicated by t
applied to the types and percent
ties used inconnection with ®"Car
of expenses; for example, expen
food, 17.4% for clothing, 13%

18.6% for all other items., The &
of increases in commodity prices
utilization amounc in the over
representing enincrease in the pd
man per day, as appropriated fo
capita rate of 72¢ for fiscal ye

The item "Care of Inmates”
puted on the basis of an estim
14,000 inmates at a dally per ca
$3,689,280, which 1is $422,370 mo
appropriation. OUOf that amount,
price increases and $10,080 for t
which 18 a leap year.

8 udgnq’umm%meQZwQ%kh
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1845. That report indicated
€ in farm products, approxi-

13% in fuel and l1ighting mate-
12.8% in building materilals,

20.4% 1in manufactured

miscellaneous commodities.
ount required for "Care of
ave observed in the instruc-
that the 1048 estimates be
ber 1, 1846, except to the
se the August 17, 1846 fig-
figures were unavallable at
tess The inereases in com-
‘e Department of Labor, were
ges of the various commodi-
of Inmates” classification
itures approximate 51% for
or farming operaetions, and
plicationof the percentages
to the percentages of actual
11 aggregate to $8512,490,
br capita rate from 38.1¢ per

+ 1847, to an estimated per
b 18948,
in 1948, therefore, is com- ‘!!

pted average population of
hita cost of 72¢, a total of
e than provided in the 1947
512,490 is due to commodity
1e one additional day in 1948,

CIA-RDP57-00384R000200080006-8
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A less confusing explanation than that on the opposite page could

have been given by the following type of presentation:

The item "Care of Inmates" in 1948 is estimated at $3,689,280.
This is computed on anaverage population of 14,000 (the same-as for

1947) at a daily per capita cost of 72¢.

appropriation is due to:

Increases in commodity prices
Additional day in 1948 (leap year)
Total increase over 1947 appropriation $822,570

The increase over the 1947

$812,490
10,080

The daily per capita cost reflected in the 1947 appropriation
is 56.1¢. TFor 1948 it is estimated to be 72¢, made up as follows:

coMMODITY

AVERAGE DAILY
PER CAPITA COST
IN 1947 (CENTS)

INCREASE
IN 1948
OVER 1947 (CENTS)

ESTIMATED
AVERAGE DAILY
PER CAPITA COST
IN 1948 (CENTS)

Food

Clothing

Farm Operations
A1l Other

TOTAL

The estimates of increase in the four commodity groups are
based upon the commodity price index data of the Bureau of Labor
Statistiecs, as follows:

B. L. S.
COMMODITY GROUP

PERCENTAGE
I NCREASE

8/17/45- -
8/17/46 %

EST. PERCENTAGE
INCREASE APPLIED
TO QUR COST

COMPONENTS

"OUR COST
COMPONENTS

Food

Textile Products
Mfgd. Products
Farm Products

Fuel § Ltg. Mater.
Building Materials
Miscellaneous

40.0
16.0)
20.4)
28.6)
13.0)
12.6)
7.0)

Food
Clothing

(Farm Operations
(A1l Other

prices were not available at the time the estimate was prepared.

vdzﬁggumm%wa%ZaéZQ¢ S’
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Brevity mental level, by the Bureau of the
Budget, andby congressional committees
It is a well known adage of mer- on|appropriations. At each stage, many

chandising that the eftective salesman different estimates must be reviewed,
knows when to stop talking. The same with each usually involving several
principle applies tothe justification important issues. Thereis thus areal
of budget estimates, perhaps with in- prissure upon those preparing a Justi-
creasing force as proposals are con- fi¢ation to get the relevant tfacts into
sidered successively at the depart- the record as briefly as possible.

10 Monpomons Flblion
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CONSIDERATIONS INVOLVED

APPENDIX

in Review of Budget Proposals

Even with the best possible job
of budget preparation and presentation,
original proposals may be modified by
those who review and act upon them.
A primary aim of good budgeting is to
1imit such changes tothose which arise
from differencesof perspective, objec-
tive or judgment and toavoid decisions
which result from incomplete under-
standing of the proposals which are
being submitted.

Reports by the House and Senate -

committees on appropriations upon

appropriation bills of the past two
years reflect a variety of reasons for
departures from executive budget pro-
posals. Some such reasons appear be-
low, in terms of classified questions
which may be useful inthe preparation
and review of written budget justifica-
tions. It is unlikely that any ome
budget proposalwill need toanticipate
even a majority of the questions listed
—only those which are especially per-

tinent to the agency's program should
be covered.

Program Plans

A. MNeed and Desirability

1. Is the program needed? Are
the objectives worthwhile?

2. Do accomplishments in the past
justity continuing the pro-
gram?

B. Responsibility

1. 1Is the task one for the Federal
Government rather thanprivate
enterprise or state and local
governments?

2. If other governments or private
enterprise are concerned with
the program, is the division
of responsibility appropriate?

3. Is this program anappropriate
one for the agency?

C. Scope and Basic Approach

1. Are the proposed activities
contined to approved objec-
tives?

2. Is the proposed approach a
sound method of attaining the
proposed objectives?

D. Scale and Timing

1. 1Is the torecast of demand for
services dependable?

2. Is this an appropriate time
to carry on the work proposed
in the volume proposed?

3. Will personnel beavailable in
the immediate future to carry
on the full program as pro-
posed?,

Monagement Bulbltin 11
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Propriety

1. Is there proper legislative
authority for the program?

2. Is the propcsed program with-

Administratiy

Organization and Work Distribution

1. Are the proposed organization
and distribution of'work prac-
tical and efficient?

2. Are the proposed f'ield offices
required inorder to serve the
public?

3. Has duplicationofwork between
organization units been avoid-
ed?

Working Methods and Procedures

1. Are the procedures simple,
efricient, and economical?

2. As betweenalternative methods
of performing the work, have
the most economical methods
been chosen? '

Relation of Requirements to Scale
of Program

1. Are the workload estimates
dependable?

w

Is the number of personnel
proposed consistent with the
amounts of work to pe donef

3. Do nonpersonnel reguirements
properly provide tf'or the volume
ot work to be carried on?

:l:!‘ﬂgag’wﬂwa/LQZdeah
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in the terms of legislative
authority?

3. Is the budget tequest being
presented for consideration of
the proper Congressional com-
mittee and subcommittee?

e Plans

Heed for Yarious Services and for
Equipment and Facilities

1. Is there proposed aneconomical
use of travel, communication,
and other contractual serv-
ices?

2. Is new equipment necessary at
this time?

3. Is it necessary to enlarge or’

replace existing facilities at
this time?

Overhead Expenses

1. Is the proposed cost of execu-
tive direction and supervision
fully justified?

2. Is the proposed cost of auxil-
iary services appropriate?

3. Are administrative expenses
reasonable inrelation to pro-
gram expenses?

Grade and Quality of Administrative
Regquirements

1. Is a sound grade-distribution
of employees proposed?

Are the specifications for
particular supplies or equip-
ment as economlical as they
should be?

CIA-RDP57-00384R000200080006-8
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Cost Computations

Obligations for Personal Services

1.

"salary adjustments,

The

Has a proper allowance been
made for savings which will
accrue because of' delay in re-
placing separated employees?

Has adequate account been taken
of savings which will accrue
because of delays in filling
new positions?

Are the estimates based upon
suitable salary or wage scales?

Has sufficient money been in-
cluded to cover the costs of
overtime,
and terminal leave?

C.

Obligations for Nonpersonnel Re-
quirements

1

Estimates

3.

Has proper account been taken
of possible changes in price
levels? The question of'price
levels 1s particularly impor-
tant where supplies and mate-
rials account tor a substantial
portion of the costs, as in
institutional care or public
works programs.

Are the estimates hased upon
reasonable forecasts of rates
for special services contract-
ed by the Government?

in Total

Are the estimates properly
"rounded"?

Appropriation Structure

itemization of Appropriations

Should two or more appropria-
tion titles be merged?

Should a wholly new appropria-
tion item be set up where sev-
eral appropriations are now
being used in part for asimilar
purpose?

Should any appropriation item,
formerly treated as one fund,
be broken down into two or more
items?

.Should any cost previously

carried under one account be

provided for in a different
account?

What authority should be grant-
ed tor interchange of items?

Nature of Appropriations

Should appropriationskbe spe-
cific or indefinite in amount?

How long should sums appropri=-
ated remainavailable for obli-
gation? NOTE that the Legis-
lative Reorganization Act of
1946 (Public Law 601, 79th
Cong., 2dSession) contains the

Monagement Bullrin'l 3
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imbursements or advances from
other Government agencies?

received or considered in 2. What balances of previous
either House if it contains a appropriations for the same
provision reappropriating un- purpose will be available or
expended balances of appropri- should be made available? (See
ations; except that thisprovi- Sec. 139 (c) of Public Law 601,
sion shall not apply toappro- supra) .
priations in continuation of’
appropriations for public 3. Should money appropriated for
works on which work has com- some other purpose be made
menced.” (Sec. 139 ({(c)) avallable for this purpose by
reappropriation and transfer?
{See Sec. 139 (c) of Public
The Use of Substitutes inPlace of Law 601, supra).
Direct, New Appropriations
4. Should collections from out-

Should some of the required
moneys be obtained through re-

slde sources be automatically
available for use by the agency?

1“./‘2ngwwwm!égzdgkh
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Other BUREAU OF THE BUDGET
Management Bulletins

AN AGENCY MANAGEMENT PROGRAM, March 1944 - A guide for appraising man-
agement effectiveness.

FISCAL RECORDS AND CONTROLS, January 1945 — A check list for periodic
evaluation of fiscal activities,

PERSONNEL RECORDS AND CONTROLS, January 1945 - A check 1list for periodic
evaluation of personnel records.

PROPERTY RECORDS AND CONTROLS, January 1045 —~ A check list for periodic
evaluation of property disposal activities.

RECORDS RETIREMENT AND CONTROLS, January 1945 - A check list for periodic

evaluation of records disposal activities.

AGENCY LIQUIDATION OR REDUCTION, July 1945 — A procedural guide onorgan-—
izing and planning for liquidation or reduction of agencies and programs.

ESTIMATING RECEIPTS AND EXPENDITURES, October 1945 - For use of Budget
Officers in preparing estimates of expenditures and miscellaneous re-
ceipts.

PROCESS CHARTING, November 1945 — Process char%ing as a préctical working
device in attacking management problems.

CHECKING BUDGET SCHEDULES, Revised, July 1946 — A guide for review of
green sheets,

Copies of the above bulletins may be obtained fromthe Publications Unit of the Bureau
of the Budget, (Executive Office of the President, extension-6)

TELEPHONE SERVICE, April 1947 - Basic Elements of Necessity and Use.
This bulletin is available at the office of the Superintendent of Documents
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